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I
1.0 INTRODUCTION/BACKGROUNDl
The Naval Publications and Forms Center (NPFC), Philadelphia, Pa. is an

active operating field activity under the auspices of the Commander, Naval

Supply Systems Command. It is a tenant activity located on the Aviation

Supply Office (ASO) Compound and is one of eight Department of Defense

activities. NPFC occupies approximately 46,000 square feet of admini-

* strative space (Building 26) and 760,000 square feet of warehouse space

in five buildings (Buildings 5,6,7,8 and 26), one of which is the largest
single depository for classified material in the Navy.

NPFC's basic mission is to perform inventory management functions for

Navy publications and forms; stock, issue and initially distribute Navy

and Department of Defense printed matter, and perform other functions as
may be assigned by the Conander, Naval Supply Systems Command. The fol-

lowing categories of documents are stocked by NPFC:

e COG )I Publications

e COG 1I Forms
9 Navy and Marine Corps Recruitinq Aids

e Military Specifications*

e Military Standards*

e Navy Instructions and DOD Directives*

9 Data Item Descriptions (DIDs)*

s Qualified Products Lists (QPLs)*

* Federal Specifications*

e Federal Standards*

0 Industry Standardization Documents*
1 * International Standardization Docume-nts*

e Military Handbooks*

e NAVAIR Technical Directives*

:1l
*Warehouse Controlled Items

1. I-W



As part of its overall mission, NPFC is responsible for performing the
followring functions:

a. Serving as the Inventory Control Point (ICP) for publications

and forms, determining publications and forms systems material

stockage and funding requirements and providing budget Justi-
fications as necessary.

b. Processing customer request for documents.

c. Recommiending levels of supply and initiating procurement actions

as required.

d. Preparing, distributing, and maintaining shipboard load and

allowance lists as directed.

e. Serving as project manager in the administration of Navy Stock

Fund allocations received for financing the procurement of Navy
Stock Account material

f. Compiling necessary data and submitting required financial andf

statistical reports, including NSA stores returns summarizing

certain transactions on a system-wide basis.

g-. Reviewing reports from consumer activities regarding the physi-

cal characteristics of NPFC controlled material and recommending
to sponsoring commnands and offices the changing of specifica-
tions to improve the quality of this material.

h. Establishing standards, when required, for the preservation,
packing, packaging, marking and storage of assigned material.

i. Recommending appropriate printed matter for addition to, or
deletion from, the Naval Publications and Forms Center

controlled segment of the Navy Supply System.

1-2 I



jPreparing continuity of operations and mobilization plans for

I the segment of the Navy Supply System over which cognizance is
exercised; also determining mobilization requirements in coordi-

nation with appropriate commuands and offices.

k. Maintaining continuing liasion, including field service visits

I with user activities, stocking activities, commands, bureaus
and offices of Department of Navy, Department of Defense, and

other Federal Agencies to promote the support effectiveness of

the Naval Publications and Forms Center controlled material.

1. Performing all cataloging functions for indices related to

materials managed.

m. Distributing Department of Defense printed matter as

assigned.

n. Serving as carrying point for COG "Wi forms and as Single Stock

Point for Cognizance 01 Publications, DOD Standardization Documents,
(Navy) Departmental Directives and NAVAIR Technical Directives for
issue to Navy, Department of Defense, Other U.S. Government Agencies

and other approved users.

o. Serving as carrying point of local forms for First, Third, and

* Fourth Naval Districts.

r p. Serving as an outfitting assembly point, as assigned, for
* publications required for commissioning or reactivation of

vessels, squadrons, groups, and wings.

q. Receiving and processing requistions for support of authorized

Military Assistance Program and other foreign government

requirements for assigned printed matter.

Ir. Processing Freedom of Information and Cash Sales requests

channeled through commiands, bureaus, and offices of theI Department of the Navy and those received directly from the

general public.
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s. Arranging for contiguous activities for material movement via

all modes of transportation to world-wide destinations, includ-

ing all DOD activities and commnercial users in accordance with

DOD traffic management directives and commercial requirements

together with all document preparation for both DOD and commer-
cial movements.

t. Providing accounting support (stores, plant proDert 'y, cost and
appropriation) and civilian payroll services (preparation) for

activities designated by the Conmmander, Naval Supply Systems

Commnand with the concurrence of the Comptroller of the Navy.

u. Serving as an Authorization Accounting Activity (AAA) for 28

naval activities, and designated a Financial Information Processing

Center (FIPC) within tt.e Integrated Disbursing and Accounting
(IDA) system.

Table 1-1 provides an overview of the number of line items carried per

year, for the 1970-1978 period, by NPFC. It provides an indication of

the overall size and complexity of the operation. An equally complex and

sizable organization is required to manage such 'an operation and perform

the wide range of the functions listed above. Figure 1-1 presents the

current organizational structure at the overall Command and individual

Department levels. Table 1-la provides an estimate of the NPFC staff
resources allocated to the Warehouse Controlled items.

Another indication of the overall size and complexity of operation is

provided by some of the operational highlights listed in Table 1-2. AsK
can be seen from the organizational and operations background information

provided above, NPFC serves a necessary and important function within the

Department of Defense (DOD). By providing requested documents to custo-

mers, NPFC supports activities of many DOD and non-DOD organizations.

For example, DOD procurement activity is directly supported by NPFC since

it provides documents necessary for bid preparations and performing con-

tract work in many areas. Quite often, development of responsive and

accurate technical and cost proposals is dependent on the availability of

required documents in a timely manner. This objective can only be
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FIGURE 1-1 (Cont'd.) (As of January, 1979)
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FIGURE 1-1 (Cont'd.) (As of January, 1979)
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FIGURE 1-1 (Cont'd.) (As of January, 1979)
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FIGURE 1-1 (Cont'd.) (As of January, 1979)

MATERIAL DZPARTMZNT

MATRIAL DEPARMENT - 300

STORAGE PACKING FREIGCHT
DrITSION-301 DMTSION-303 TERMINAL

DIVISION-306

Distr.& Req. Receiving &
COG Packin B- Shiin

BRANCH 3011 3031/2 JBranch-3061

BDistribuion Clessifica-
Bu. 30B2d. Packt 8  J Ction & Rout-

Branch-3033 ing Branch-
32J 3062 3

Specs & Sods I  Clasified Navy
Br. 30132 acking Br.- Material

3036, | Branch- 30631

Classified I  Requisition, I List
Stores Br.- Packing&a Maintenance

301& fandling Br.[ Branch-3064

7

Pr°Bamm i J Purchase

Branc-3015Materill
Branch- 306 5~7

1-10' 't " ' ' !q '" ' ; ' -" ' . ..... I



u &j44 0~ .-o 0" 01.40 f-4

-0

00 -

o1H r- )c L)

0 0

C) u C4.4

o 0 144

0
1.-4

$41-4

0 ~ ~ rI4-41 ( ~U
44 0

$4
4-4 Ln

44.4

Cd 0

W *14

0

cc

4.14

0

f-f-

rzI

-r5.

0

-4 ow 4-1

I '-444
-5' 4.4

00 0



I-
Table 1-2 Summary of NPFC Operational Highlights*

e Personnel complement (including Military) - 406

e Average number of issues per month
-Publications and Forms (COG I Items) - 141,000

-Specifications and Standards - 229,000

-Department Directives (Navy Instructions) - 40,000

-Other Warehouse Controlled Items - 50,000

* Average number of commissionings supported per month - 62

* Average number of COG I items distributed per month - 568

* Average number of specifications and stardards

distributed per month - 2,271

e Average receiving/shipping functions activity

per month

-Measurement tons recieved - 6,148**

-Measurement tons shipped - 4,559**

-Line items received - 6,199

* Document disposal activity
-Measurement tons (1976) - 5,000

-Measurement tons (1977) - 4,065

-Measurement tons (1978) - 2,134

a Number of address lists maintained - 3,572

e Number of addresses on file - 503,329

Source: NPFC (1977 data unless otherwise mentioned).

The differential of 1500 measurement tons is due to the fact that NPFC
receives locally consumable materials such as ASO Data Processing Center
suDplies. matprlal Oestined for the ASO Public Works Division, desks and
furniture for ASO activities and DMA Distribution Center Stock. It Is
not a measure of the inventory build up.

1-12
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7

achieved if NPFC can accurately respond to customer needs in a "quick
turnaround time" mode. There have been some developments in recent years that

have contributed to adjusting NPFC's order processini time for routine ware-

house controlled item requests from a maximum of two days to five days. This

development can be attributed, in part, to the continued reduction in the

number of billets authorized for NPFC because of budgetary constraints.

The overall document disposal volume at NPFC is about 2100 to 2400 measurementI tons a year, for both COG I and warehouse controlled items. According to NPFC's
estimates, approximately 5 to 20 percent of this volume represents the disposal

activity for the warehouse controlled items. This amounts to about 105 to 240

measurement tons a year, which is equivalent to about 4 million to 10 million
pages a year. This represents approximately 3 to 8 percent of the annual demand.

The specific obje .e of this particular study effort is to develop aI baseline description of current operations that can serve as a basis for
evaluating potential automation alternatives to performing the present
NPFC tasks. Potential automation technologies may include order processing

mechanization, demand printing from micrographic or digital computer data

base, and the use of micrographics in lieu of paper copy. This study was

aimed at providing baseline data for follow-up cost and performance analyses

studies.

The overall baseline study was conducted in two phases. Specific analysis

activities covered under Phase I of the effort and documented in this volume

included the following:

a. Functional description of the order processing activities as they

currently operate.

b. Estimation of demand for NPFC services based on characterization of

customer base and analysis of customer orders.

C. Characterization of stocked documents based on the analysis of the

physical characteristics of selected documents.

1-13
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d. Identification of relevant performance measures that can be used to
analyze NPFC operations and suggestions for baseline modifications.

Specific efforts under Phase II, which are documnented in Volume 11 under a

separate cover, included the followinq activities:

a. Development of the cost estimates for major NPFC operations forI warehouse controlled documents.

b. Development of additional baseline data for NPFC activities related
to warehouse controlled documents which included:

* Estimation of the number of line items managed by NPFC under
each major document category.

0 Document disposal activities/volumes.

* Geographic distribution of demand by major document category.

* NPFC interface with the Document Preparing Activities to

identify data sources which can be tapped in the future for
describing the document preparation process.

C. Development of cost and volume data for NPPSO operations in support

of NPFC's warehouse controlled documents.

The level of overall effort required to address major task areas under both

phases outlined above was governed by the availability of data from NPFC and
the project budget. The overall approach used for performing the study and

specific results attained are presented in the applicable sections of the
report.

Specific sections covered in this document include the following:

Section 2.0 - An Overview of Major Analysis Areas

Section 3.0 - Functional Description of Current Operations

1-14



Section 4.0 - Data Collection, Summarization and Analysis

Section 5.0 - Objectives and Measures of Performance of NPFC Operations

Section 6.0 - Suqgestions for Baseline Modifications of NPFC Operations

Section 7.0 - Study Conclusions and Recommendations

Each of these sections are discussed in detail in the following pages of

this report.

i

I
I
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1 2.0 AN OVERVIEW OF MAJOR ANALYSIS AREAS

2.1 Introduction

This section is primarily aimed at identifying various areas in which

I specific data collection and analysis work was performed as part of the

overall study effort. At the outset, it should be pointed out that NPFC

is a relatively large operation encompassing a wide variety of functions

and activities. This being the case, extensive efforts were required for

the following:

e To get an overview of total operation and functional inter-

relationships among its major components.

@ To review the availability of information from NPFC, and assess

its relevancy in supporting the desired analytic work.

* To identify alternative sources and means of getting the

necessary information, and the potential problem areas.

* The major task areas to be addressed under this study effort were iden-

fied in the preceding section. A number of specific data collection and

-- analysis areas and activities that were necessary to support individual

tasks are summarized in Exhibit 2-1. This exhibit also identifies the

* specific types of documents that were covered under each analysis area.

i It is obvious from the exhibit that the functional description of order

processing operations was to include COG I items (Publications and Forms)

and classified documents in addition to the warehouse controlled items.

Otherwise, the analytical work was to focus on warehouse controlled items

specifically listed in the preceding section (Section 1.0).

Each of the specific analysis areas included in the exhibit are presented'I in detail in the sections listed opposite to each area. Each of the

1 2-1
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analysis areas are organized to cover the following topics:

*Introduction

II s Objectives of Analysis

*Data Collection Methodology

e Data Summnarization and Analysis

A numb~er of sources were tapped to obtain the necessary data.

Significant among them included the following:

a. Interviews with NPFC staff

b. Review of available background materials

c. Personal observation of NPFC operations

d. NPFC Conmmand History data

e. Review and collection of available data and reports from NPFC
that included daily workload tallies, production records,

management feeder reports, time standards, job order codes, etc.

f. Sampling of mail and phone orders

jg. Sampling of procurement records

h. Sampling of documents (for morphological analysis)

i. Placing of orders to NPFC to assess responsiveness

2-3
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Before concluding this section, a few remarks related to some of the
terminology used in this report are in order. The terms "Requisitions"

and "Orders" are used interchangeably throughout this report. The termj "Document Category" refers to the following classes of documents:

e Military Specifications

e Military Standards
e Data Item Descriptions (DlDs)

e Naval Instructions (Including DOD Directives)
e Qualified Products Lists (QPLs)
a Federal Specifications

* Federal Standards
# Industry Standardization Documents

These categories were used in the majority of the analysis areas.

Occasionally, some of these categories may not be included because of

non-availability of specific data for a given category or because the
available data was in an aggregate form.

The customers requesting NPFC services were categorized in major groups.

The specific "Customer Categories" used in this report refer to the

following:

o Department of Navy (Navy)

* Department of Army (Army)

@ Department of Air Force (Air Force)

* Associated DOD Agencies (includes CIA, DPS, NSA, NATO and other

DOD identified Organizations)

* Assorted Government Agencies (Non-DOD)

* Corporations/Private Organizations

2-4



I I * Assorted Non-Government organizations (includes Educational
Institutions and Individuals)

e Foreign Military Organizations (ILP and National Organizations)

ji* Foreign Private Organizations

Again, a few of these categories may not be included in the analysis if
required data was not available or encountered.

1 2-5



3.0 FUNCTIONAL DESCRIPTION OF CURRENT OPERATIONS

3.1 introduction

I The description of current NPFC operations is divided into two sections:

I * Flowcharts and Description of Current Operations

* Sunmmary of Available Workload Volumes, Hours and Costs

In Section 3.2 flowcharts depicting the issue of COG I material,
classified documents, and warehouse controlled material are provided.
Additional flowcharts, focusing on document storage, replenishment and
management, are included in the description.

1 3-1



3.2 Flow Charts of Operations and Requisition Processing

3.2.1 Introduction

The analysis of current procedures utilized by NPFC required the identifi-

cation of activity sequence. Selected requisition formats and administra-
tive procedures are illustrated in the following flow charts. The charts
are grouped into four major operational categories: Administration and

Order Processing, Warehouse Controlled Operations, Publication and Forms

Issue Operations, and Classified Material Issue Operations.

Administration and Order Processing

Administration of Documents

3.2-1 Introduction of a Line Item to DODISS and NPFC System

3.2-2 Receiving Printed Material, Specifications and Standards

3.2-3 Receiving and Processing a Reorder Level Card for Printing

3.2-4 Receiving and Storage of COG I Non-Classified Material

3.2-5 Initial Distribution of COG I Material

3.2-6 Requests for Specifications and Standards from a
Foreign Country

Order Processing of Documents

3.2-7 Summnary of Document Requisition Processing
3.2-8 DD-1348 Automated Requisition Processing

3.2-9 Phone Order Requisition Processing

3.2-10 Phone Order Requisition Processing (Detailed) for Mlaterial

Orders Via DD-1348 Control H1ILSTRIP Network

3.2-1l Order Processing by Code 411-11ail and File Administration Branch.

Warehouse Controlled Operations

3.2-12 Initiation Activity for Bin Replenishment at 301-Storage Division

3.2-13 Bin Replenishment- from Bull, Stores

3.2-14 Requisition Processing When Order Exceeds Bin Capacity

3.2-15 Processing Requests for Unique Unclassified Navy Specifications

3-2



Publications and Forms Issue Operations

3.2-16 Processing Requisitions for Publications and Forms

I Classified Material Issue Operations

-3.2-17 Receipt and Storage of Classified Material

3.2-18 Initial Distribution of Classified Material

3.2-19 Issue of Classified Material

3.2-20 Issue of Secret Material from Bin Stocks

3.2-21 Certification of Issue of Classified Material to Non-DOD

Organizations

3.2-22 Bin Replenishment of Secret Material and Serially Numbered

FormsI3.2-23 Bin Replenishment of Confidential and "Y" Coded Material
3.2-24 Destruction of Classified Material

3.2.2 Objectives of Flow Charting NPFC Operations

The objective of identifying the sequence of activities was to provide

for the assessment of operations. In addition, emphasis was directed at

documenting:

-Specific operations and their sequence by document categor-y

-Identification of sub-routines and activities comprising each

operation and their sequence by document category

The listed flow charts, provide a sunmmary illustration of the primary

activities of branches involved in administration and issue of stocked

material.

3.2.3 Methodology

The procedures illustrated by the flow charts were identified by observa-

j tion, and review of the 4ND-NPFC, 4400,Operations Manual. Verification of

I3-



the identified sequences was provided by interviews with Branch and

Division Directors and concurrent review by the staff of 43-Systems

Planning Branch (Code 43).
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3.2-1 INTRODUCTION OF A LINE ITEM TO DODISS INDEX AND NPFC SYSTEM

I

traeons and Standards from Sponsor

$Place Documet wih no Required
Original in 

Suspense

File Ftle Yes

SPrepare a DODISS Worksheet

Repeat for all Received Items DFC/ASD. Turn over
DPC/ASO Worksheets to Data Processing Center/Aviation

Supply (DPC/ASO) Keypunchin q

F Place All Cammera Copies

in Suspense File

DPC/ASO: Receive DODISS Worksheets
From 1032-Technical Division Category
Branch

Keypunch Worksheet
I tems

Store Tapes Until Update Of
DODISS Due: 2 Month Cycle

Process Data On Stored Tapes And

Update DODISS Master Record

Produce Tapes For Use In Process That Produce

C coPage Size Negatives For "Hand Copy" Edition OfDODISS (To NPFC 103) And Specially Fomated Tape

ndFor The COM Edition Of DISS (To NPPSO-4ND)

1032 Technical Division Catalog Branch Foras
Tapes To NPPSO-4NO: Tas In Turn Forw arded To
GPO, Philadelphia And Contractor

Contractor Produces Page SCze Negatives And sters
And Foards gatives NPPSO-4N Who ITn Forars|~terial To 1032 Technical Division Catalog Branch

1032 Technical Division Catalog Branch Receives
Negatives, Prpars, Cara Ready Copy And Retun sAll To NPPSO-4ND Who In Turn Forwards Material To
GPO Philadelphia And Contractor For Printing Of

II S
Contractor Prduces "Hand Copy" Edition of -DISS;NPPSO-4ND Prduces Microfiche Edition of DDISS;
Both Return Finished Product To 3061 Receiving,
Inspertion, Shipping And Delivery Branch, NPFC
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-3.2-2 Receiving Printed Material, Specifications and Standards

Material Arrives at. NPFC Freight I

Terminal

Ii 3 061-Receiving, Inspection, Shipping and Delivery Branch
Receives Shipment and Counts and Inspects Collected Materiall

Note Note Problem on Invoice and
and pr eNo Provide Pnvosce Copy to

Con acCarrier

Complete Over/Short form
361/4 and Distribute as
Follows:

-O a a-Original and one copy toGPO

-- Copy to carrier
Note problem on InvLceMateri -File one copy
and provide carrier Passes Damagewith copy NO " Inspectio

Icopies: I

-Original and 2 to J Sign for Shipment and Pro-I

Sco-signer I vide Carrier with Receipt

l-Copy to Sponsor File!

Attach 2 Sample Copies of Material to a Completed 440/1"

For, Forward Form, Sample and Invoice to .3063-Navy Material

Branch

No

Forward Material to 3012-Bulk and Retail Branch, Bldg 6
and Warehouse, 3013 Specifications and Standards Branch
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I Q-j.-3 Receiving and Processing a Reorder Level Card for Printing

3015-Programing Branch Batches Reorder Level
CCards and Forwards to 10521 RISE Procurement

And Reorder Section. Also Forwarded are (2)
Two Copies of Documents Heading Reorder

10521-Procurement and Reorder Section Rcekveq
Reorder Leve Card end Docuemt Samples From
3015-Programit ng Bra1cts i

SContact Preparing L__No Sample Docum

Activoty and Reqrestn e FoYleIi vr
o Cocumont Copese t PSr>

Yes

lO521-Procurement and ReorderSDocument Procurement History FeodCr~~~~(NPV s]

Prepare Replenishment From 4430/10 with Date
From Replenishment Form, Stamp Order f Priority)

Ionvard Reorder Level Cards to 3061-Rece~vngl
I~nspection, Shipping & Delivery Branch i

a.

S3061 Receives Card
!. Io . Prnt rde FO Wit and Files until order

Forwad Prnt Orer Frms i is Received From Present
[Two Copies of Document to NPPSO I  Source

3-71
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3.2-4 Receiving and Storage of COG I Non Classified Material

306-Reeiingan Inpetion Branch:II Insect Maerial o untity and Content
Prepare NPFC 4401/1 Receiving Data: Forward
wth two (2) Samles of Material to 3063-3 Receipt Control Branch

and~~cp ReotDsrpnisto 101 Publications Dvo

1348ston11Pbiain iiin

*&erCoie Reur 3061l toec063iRecenp

03RcitCnReleBrncshmen Ree ve s Inp nBah.Rtnoe

inia (Ssp)s copy and Forward one (1)
coyto 101 Publications Division

Forar Sapeo(aeiladn ih n 1 aml fmtra



3.2-5 Initial Distribution of COG I Material

306-Receitng nd Inspection Brnch:
Receve and Inspect QOnttty on
condition of Materials .d

Prepare NPFC 4401/1 Form and ForwrdI

to 3063-Receipt Control Branch wth
two (2) saples of Receved Mater1RialR

t01-Publ-catPbiaons Divisioni  t ann one cF

Asin tckwmbrad 3-o e i()cp Costro s nhee Reton0aeil Hnln

e ar tertal with Distribution RequirementsRetur to 3063 Receipt nand Forward 4401/1 to 1O]-Publcations IControl Branch Dount iont o 1

Request Mailing Label cards and Prepare DD-]348-1.]

Prepare Initial Dst-ibuton costs sheet 5605/5

]Forward four (4) copies of DD0-1348-1 to 3061-Receivin 9
and Inspection Branch; Forward one (1) copy of DD*1348-1
to 101-Publications Divson Retain one (1A copy: For-i
ward one (1) copy of Cost sheets to 300 aterial Handlin
Department Admfnbstration

3061-Receiving and Inspection Branch: Transfer Materialand Documentation to 3031-Requisition Packing.Branch

.1.

3063-Reit onl n Branch: dit 1and DinpriutiDat

t Forward Cost sheet to 300 ReMqterma e t
Dun p Handing p rCecnt for b inL g I

After c leton of Distrabution Action Forward Remning• , aterial to 3061-Receiving and Inspection Branch.

3 c61-Receiving and i e an rnch: Forward RemnngMaterial to applicable Remtail Branch; Forward copies
Pnof DD-1348-1 to 3012: Bulk Retail, Bldg 6 Branch and~3063Receipt Control Branch

3063-Receipt Control Branch: Edit DO-1348-1 and Input DataI

7- to Computer. Forward Completed Distribution Requiremnt to
.Docunt Sponsor and NPPSO. Check transaction Ledger forSAcknowledgemnt of Transaction.

Sleinput Data No 4 lde>

SPlace remaining copies of DD-1348-1 in
"Action Completed" File and return for
two (2) years.
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3.2-S Initial Ditstribution of COG I aterial (cont'd.)

II

II

I
(300-Material Handling Departmnt: Administrative Assistant; compute

and complete Cost sheet with Unit and total cost per distribution;

Forard to 52-Budget and Statstcs Dvson onthly.

5S 2 - Budg e t an d St at i s t i c s Di v i s io n : pr e p a r b i 'l l in g m t e r i a l c S t

Serivces and Related Documntation, Formard to 55-Accounting Division

65-Accounting Division: Prepare In

voice and Forward to Document Sponsor

1J,!

3i
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3.2-6 DOVE:? FO sn cCATIom: AND SIamIDRS BY A FOREIGN COUNTRY

FrinNational So r e qef

1quest Transmitt _____ Request Transmit te
mail No Iby Phone or in Personj

yes es

F lal File Admi Branch 1052-Rise Branch~ Receives

-a eus dSprts-Rqet n ovrsti c Requests, Seperate xequests DD 1425 Format; 1425 forwardled
Forwarded to 1051.2 STAR IL? Section to 411-Mail File BrAnc)'

1051.2 STAR ILP ,5ection Receives Requests
From 411-Mail-File Branch and 1052 Rise
Z..nch

lassifiled Docu ,.. * Yes TFoniard Request to CN-Oor
quested -Documaent Preparing Activity

No

IReview Request For CountryPrp e
Approvag Check Against Disallowed Apoa rn~ a

Lsig18-113. ReustLeTrn~ttesad

I~Apoa 
for 

Aproalad evet O 1-1

for pprvalandRevew n 1-1BConvert l'.25ILetter Request
Format tc 1348 Milstri; Forms

No TIanOd Process Classified SOP

Retur to Requester and Instruct tol

ResubIMIt Via Govertsent to 060

1 3-11
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J 3.2-6 REQUEST FOI SPECIFICATIONS AND STANDARDS BY A FOREIGN COUNTRY (CONTD.)

3015-Progrsnni Branch Receives
Request From 1051.2 STAR ILP

Return to 1051.2 No rify 1051.2 Approv
For Approval

Yes

Request Approved Botch With ExistingDD 1348 Request and Forward to 3013

Specification and Standards Branch by'|
Order of Priority

013 Speciftcation and Standards Branc 9

ptecetves Requests From 3015-Program ,ing

lAnnotate Request With an "N" Indicetin

Restrcted --Requested document "Issue ._
5...- - Yes '---Restricted" by Sponsor --

Photocopy Original Request and Forward No
Photocopy to 1051.2 STAR Foreign Sectiol,

FAttach copy of 18-53 NPFC Form and Place Wit
1  Issue From in and Forvard Request With

Processed Items for Forvarding to Requestor[ Nonrestricted Items to 303 Packing Branch

2051.2 Foreign Section: Place Photocopy in I 303 Packing Branch Receive Documents and
jlile Follow-Up Activities eck SOP

ii
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3.2-7 SUMMOARY OF DOCUMENT REQUISITION PROCESSING

Requisition Initiated by Source

ORDER Ye AUTODIN Yes eceived at ASO-DP,
FORMATS Network eceived at NPFC by
N1LSTRIP o apability -Freight Tenn Division

Phone Order. -No 425, Nessag No ~6 Freight Terminal Divisioii
On site pick- etter P~ivers to 3015-Programming
up-Request EBranch

11052_Rise! 411-Nil-File Administration Receive
eceive . 1425. Massage and letters. Sort by
rder and' order specifies
rocess

COG I
Material Yes Forward to 1051-
Requisitio Star for Processing

MS, FOI,
Research, Yes Forward to 1052RISE equisition Yes

Cash Sale- For Proesin Approved

lassifie Yes Forward to 1051 for [eject &Inform
Requisiti~ ProcessingReusigorc

Forward o quLoad i on t o r tos gn aie

&ro-ld 26tol N eal C O I Nolassified Doc and-- shi

Materil Matvial SPSi

' o % ,,3-



:3.2-8 DD-1348 AUTOMATED REQUISITION PROCESSING

IDD- 1348 Requisition Sourcel

utodi No Mail Mllstrlp 1348 to 411-Mail

Capability -and Ftile Administrative Branch

Yes

Milstrlp Format 1348 _ NPFC 411-Mail and File Admini-Comiunicated by DAM - Stration Branch Receives Message/
1348

MO Receives 1348-Requisition

via DAASand Prepares Tape

ormat & Data Correc No- 1052-Customer Service Division RISE
Branch Receives Incorrect 1348 and
Messages, Clean up Corrections and

Yes Transfers Requisitions to 1348 Card

DP/S uns Tape Provided by DISC

306-Freight Terminal Division Provides
Pick Up Service and Returns 1348-1
Requisition forms to NPFc

riorit Yes 1348-Immediately Sent to Bin

Station Supervisor

Jo

Batch 1348-1 Requisition Form by 100,

Sorted by Priority Level and Station
I

Forward to Bin Station(s)
,For Order Filling

Order Fllled and Forwarded to 3032-
Requisition Packing Branch
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I
3.2-9 PHONE ORDER REQUISTION PROCESSING (DETAILED)

Specifications Standards, Directives and Other Warehouse Controlled Material

Orders Collected by 105 Supervisor or Staff Forwarded to31
Programming Branch Via Pneumatic Tube

3015-Programming Receives Batched Phone Orderd And Sorts
by Bin Picking Station-

Orders Processed SOP by Stations)

33-15

I

. , ~~ ~~... ,- t. .



3.2-10 PHONE ORDER REQUISITION PROCESSING (DETAILED) FOR MATERIAL ORDERS
VIA DD-1348 CONTROL MILSTRIP NETWORK

I [105_RISEBranch of Cumtomer Service Division, Operators

Received Call and Record Order Particulars on a 1348 Card

1348 Cards Batched and Forwarded to ASO-DP Daily

ASODP Processes 1348 Cards For Production of 1349-IM
Forms

3061-Receiving/Shipping Branch Picks Up 1348-I Forms Daily

From ASO-DP and Delivers Unclassified to 3015-Programming

Branch and Classified to 3014-Storage Classified Branch.

3015-Programing Branch Records Received Unclassified 1348-I
by Priority Class and Separates Forms by Storage Branch.

3014 Classified Branch Collects|
1348-1 Forms, Fills Order and ForwardsJ
to 3034 Classified Packing Branch

3011,2 and 3 Storage Branches Collect 1348-1 Forms and
Distribute to Station Pickers

Branch Pickers Complete Orders Forwarded to 303 Packing
Division

t

SOP
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I

3.2-11 Order Processing By Mail And Administration Branch (code 411)

DISC --------- SOURCE --------- USPS

1411 - Mail File Administration Branch

O No ---- jAddressed oa erson.

Yes

Sort by Requisition Format
and Scan Contents

Identifiable No ---- Customer Service

I dene ti S ifi ed

Requests Division - 105

es STR RISE
Setin Section

051 105-2

Sort by Codej

Deliver to Specified
Branch Stations by
Organizational Code

o Mail and File Administration Branch - 411 receives all incomming
correspondence from USPS for 1425, 1205 requisitions, letters Telex

and code messages are received from DISC.

o 411 Sorts by addressee, opens all but 3014-Classified Branch
and Correspondence addressed to a person by name.

o Delivers requisitions to Inventory Control, 105-Customer Service
Division (FOI, FMS, cash sale, 1348 and Research Required).

o 411 forwards identifiable Specification and Directives requisitions
to 3015-Programming Branch.

I3
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$ 17________________

3.2-12 Initiation Act-tvity For Bin Replenishmient - Warehouse Countrolled Itms (code 3013)

eord w Level CLdiditeopeeBn ensmn

PN ulk "eoBrderder oFrvneelvrt05
C"Fom Porain Branch

odrLevel Card"" Relae iae cardR.en sh

315-m Programming Branch Cek

uevk Cava"Re lai YOanes orwddBnRelnsmn

Card" to 3012 Bulk and
Retail Branch. Bldg 6

No 2-1

Indicate "No Bulk" on Replenishment
form ard Return to, Rep1enisheent Mai

Bratch "Reorder Level Cards,. Sample documents

and Forward to 10521-Customer Service, RISE
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I
3.2-13 Sin Replenishment - From Bulkb Stores

3013-Speciflcations and Standards BranchInforms 3015-Programing Branch of necessary
bins to Replenish by document Stock Number

3015-Programming Branch Locates documents
Bulk Station In Records at 3015 Card Files

Document Location and Amount of Replishment
Forwarded to 3012 Bulk and Retail Branch:
Bldg. 6

3012-Bulk and Retail Branch Bldg. 6 Receives

Order and Initiates Document Replenishment

I D-N ote: No Bulk Availablenard Porward Bin

Replenishment Form and Stock Location

Yes Change Notice to 3015-Programing Branch.

Issue Amount Requested

and Place in Tote Box

cument Sti No ote: ulk Exhaustedith
Available Replenishment on Replenishment
n Bul Fon

Yes

(No Action Necessary

Prepare . toc oCat Lon ange

Notice" and forward to 3015-
Programming Branch

1 3-19



-3.2-14 Requisition Processing When Order Exceeds Bin Capacity

(Requisition in Retail Storage Branch)

IT
Requisitio
Exceeds Bin 0 Process by Standard

Capacit jProcedur

Yes

Forward to 3012-Bulk and Retail Branch,
Bldg. 6, to Fill Requisitlon

3012-Bulk and Retail Branch, Bldg 6

Locates and Completes RequisitionII
3012-Bulk and leail Branch; Bldg. 6i,

Forwards Order to Appropriate Packing Branch

Packing Br3ncn Packs .aterial l
-and Determines Shipp.ing Method

neral Yes- To:303-RequsitiOn
Delivery and Mall Handling

Branch

No

Traceable Yes.R3061-eceving, Inspection,
Deliver Shipping Delivery Branch j

or Bulk Shipment
No

other Mode; a s specified by
Customer on Requisition Form
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.3.2-15 PROCESSING REQUESTS FOR UNIQUE UNCLASSIFIED NAVY SPECIFICATIONS
f

* 4-Matl File Administration
Branch receives request and
forwards to 1052 Customer
Service RISE Branch.

1052-Rise Branch receives requests from
411-Mall-File Administration Branch and
from phone orders received by Rise Branch

Request For NAVFAC

YesYe

DOD Activity or othe o Request from non-DOD/FED

ederal Organizati Organization

Reduce Quanity requested to)

Yes 10. forward request to 3015
Request for Programming Branch.

Automatic Distribution -No

Ye

equested Quanitity No Quanitity requeste excedess than 50 copies 50 Maximum, Forward to:412-
er L/I Management Planning, Systems

Planning Branch

Yes
S I 412-System Planning BranchI Receives request and akes]

Forward request to 3015-Programming determination,
Branch in same procedure as other
warehouse, controlled items Yes equest Approve

SOP
Return request to 1052 RISE
Branch 1052 RISE contacts

Request for Ye Reject. Advise contact request Source & Advises
NAVAIRNAVAIR Comnd

Request for Yes Reject, advise contact
NAYFAC Navy Facilities EngineeringlCommand

for Yes- Reject, Advise contact
-EL NAVSASYSCOJ

1
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~32-16 PROCESSING REQUISIIONS FOR PUIBLICATIONS AND FORM

S~" l it~ % e usti f o 1Reject, ft quire Resutimission

>%fet~s1 # '%feh~~ Priority 1.2,!..3-r via AUTODIN-NILSTRIP FORMAT

Reject.~~~~~~ 
Reqit 

41 RM n il ~ usrt

tForwararRejecActvit Reqir AA IR

Resubmis~ion iorit . - fts uest~i arnd Privatensta
AUTO0reiztin OCASATRI oranes Reev Crect Re u est N
FORMATr Actvitmat F rrdaton5Cuta no

RetAuttvi CARyes Sevc Civisioc

A Cash Sal Requ s it

Seqreg00Acvte fadqor e oAA r Crece
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3.2-16 PROCESSING REQUISITIONS FOR PUBLICATIONS AND FORMS (Cont'd.)

Baetch Remaining DD 1348 Documents by
Piority. Forward to ASO-OP.

Batch Incorrectly completed 0D-1348 and
Forward to Cognizant Branch .

(ASO-DP Processing & Return to 306.)

JA AS-0P Receives completed DO 1348 Requisitions;
oequisi ti on batch run by Priority. 00-1348-1 Requisition

Form(s) Generated. Forward to 306-Frieght Terminal Div .

306-Freight Terminal Davision: Transfers 0D-1348-1 Requisit ionI Forms to 3015-Progrumming Branch for Distribution to Storage
and Bin Stations.

3035-PRuto PacknnMi ading Branch:;aiaespirt Prsnepared

Matriaps sh14-1Riippis bel andioin Receipt as
Frmanin copuiesito to 30 Reipt COrol Branch

I
301Rti O 8ac:Cmlt eusto 4d

inoi oain owrsMtra o33-eusto
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3.2-17 Receipt and Storage of Classified Material

14-Classified Storage Branch,
eceive and Inspect Shipment

hm Yes

Shipping Yes Inspection Stopped ani
SSeals irector of 306-Freight
Broken erminal Division Contacted

*> P A

No

Invoice
or Count No

Comparable

, Y
Destroy all Material
in Accordance with I No
Current Regulations - uality/Quantit

Correct

Yes

Open and Inspect Contents
of One (1) Container: Count
Containers, Content and
Container Markin

Open and Count all unt Content
Contaiad Marki

orrec

Yes

Marking and omplete Receipt 1348-1 andC
Count Matc Yes nter Information

No

otify Director of30-Freight TerminallFINC6 -Fr ight Te |101 Pub litcat ions
/Otvision assigns

Forward Copies #3.4 and 6 of Dociment Stock
348-1 to 101 Publications Number and Return
Diviston 1#3 Copy to 3014-

) /t~lassified
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'I
3.2-17 RECEIPT AND STORAGE OF CLASSIFIED MATERIAL (Cont'd.)

SelOpen Container and Place

Material

Place 03 Copy 1348-I with Material
on Return Receipt from 101-Publications
Division

Bulk Stock Custodian: Verify Receipt

Document Against Material in Hold area.1
Review-Manual Stock Record to Verify
Stock Status

In

<i> 
No Receiving Documen 

t, StoretocMaterial in Designated Area l

I YesYes 
Cancel Existing Location and

resen No Note New Location on Receiving
tack Locato -Document

ffic ie

SYes

Consolidate New Material

with Existing Stock

Forward 01 Copy of 1348-1 to
306-Freight Terminal Division

Retail Bin Custodian: Receive Tote
Box Material with Receipt Document
From Receiving Function Verify Receipt
Information with Tote Box Content

teria8l
Slassifed Place Material in

SECRET or N Proper Bin
Serially
umubered

Yes
Count all Stock and
Indicate Total

New Nateria NO On-Hand Quantity on

the Receipt Document

Yes
[Designate Bin Space
and Place Mt
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3.2-17 RECEIPT AND STORAGE OF CLASSIFIED MATERIAL (Cont'd.)

Forward Receipt Document
Accompaning Papers to
3014-Classified Storage
Branch "Record Keeping Function"

"Record Keeping Function" of 3014-Classified
Storage Branch Received Receipt Documents
and Accompanying Papers from Bin and/or
Bulk Custodians

Prepare and Post Receipt on Stock Controll
Record Card-4450/4. Note Date Received,
Quantity Received. "Tally in Number" and

n Validate Stock Number, Compute "On

Hand" Stock Balance "On Hand" Balance and
Records Match

Notify Custodia N"On Hand" Stoc
Immediately Balan and Records

< Natch

Yes

Indicate Total "On Hand" Stock 1
Balance, Complete Posting and
Sign Receipt Document

For all Material: Edit Receipt I
Document and Forward to 3060-
Receipt Control Branch for Key
Punching

Verify Daily Transaction Receipt

Listing (File 16136) For Updating
of Stock Balance

C Fle Copy of Receipt ocen t
Tally Number.
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II

Subprocess A - Dmaoed Material (3.2-17 Cont'd.)

Subprocess A Is Initiated by a "stopped" inspection resulting from
damaged material arriving at 3014-Classified Storage Branch.

Director or Assistant Director, 306-Freight Terminal

Division, Notified of Damaged. Open or Short Count
Delivery

Inspect Damage and Annotate Carriers Delivery
Receipt with Appropriate Information

Prepare Claim, Papers
Against Carrier-Shipper

otify uthorities Regarding
Compromise of Security

eceiv Notify the Cognizant
terial From Security Representative
Cornercia Yes of Defense Contract

Firm Administration

No

Received
Materials From
a Military-DOD
Activity

Yes

Sub§rocess B - Over/Short and Receipt of Material (3.2-17 Cont'd.)

Subprocess B is initiated by a inventory count of received material
Indicating a over/short receipt of material at 3014-Classified Storage
Branch.

Invoice and Physical Count of
Received Material do not match

Director of 306-Freight Terminal Division
Notified; Director Notifies 12-Oudget and
Statistic Division of SO-Comptrollers
Department

3
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Subprocess B - Over/Short and Receipt of Material (3.2-17 Cont'd.)

Representative of 62-Budget and Statistics
Division and Custodian of Received MaterialI Jointly Recount Material

Recount
econciles wit Yes Proceed with Normal

Invoicc Receiving Procedure

Material Custodian Prepares
a Security Violation Report
for 300-Material Department

S300-Material Department Nottfies 1

Authorities of Secur'ity Breach

ecei Notify Cognizant
aterial From - Security Representative
Commercia Yes of Defense Contract

-rm Administration

No

Received

<Materials 
Froma Military-DOD

ctlvity

Yes

..Noti fy Sender

Subprocess C - Receipt and Document ProcessinQ (3.2-17 Cont'd.)

Subprocess C involves the preparation and completion of the DD 1348-1
Receipt Document initiated after inspection of the received material
is determined acceptable.

Container Count, Content and
Markings are determined to be'
Correct

I
DD3 1348-1 Receipt Document is dcumentedby entering "Tally in Wlmber",,Oate Prepared.
Carrier. Bill of Loading-Regulator Number.
Stock Number Publication Number. Quantity
Received and Signature0
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Subprocess C - Receipt and Document Processing (3.2-17 Cont'd.)

I

I

Materials that Cancel or Supercede existing
Documents must have that information annotated
on the 1348-1 Receipt Document A
Provide Receiving Custodian with a return
Receipt Request form or similar acknowl-
edgement for Signature of Consignor

Release #5 copy of Receipt Document to 3063-
Navy Materials Branch for all Material Design-
ated for Initial Distribution

Insure all Material Containers are Properly
rarked and Attach Stock Tag to One (1)
raterial Container per pallet

lace all Bulk Material in Holding Area

nd Notify Cognizant Bulk Custodian

I.1
I
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3.2-18 INITIAL DISTRIBUTION OF CLASSIFIED MATEKIAL

Initial distribution of classified material is initiated concurrent to the
receiving process. 3063-Navy Material Branch of the NPFC Freight Terminal
Division assums primary operational responsibility for I.D. (Initial
Distribution activity (ID).

, [ 0 3-Navy Matrial Branch Reeive copy]
of 1348-1 From 3014-Classified Storage

* Branch

Prepare DD-1149 Form and Forward with
Publication Distribution Requests (PDR), 1
Initial Distribution Cost Sheet (5606/15),.
Mailing Labels and Registry Forms to NPFC
3014-Classified Stgrage Branrh

3014-Classified Storage Branch Receives
DD-1149, PDR, ID Cost Sheet and Registry
Sheets,

Forwards PDR, Mailing Labels, ID Cost Sheet
and Registry Form to 3034-Classified Packing
Branch. Retains One (1) Copy of 1149 Assigning
an Internal Control Number and Filing in the
"Battery File"

ID Materia Yes Document Material Control ar
assifYed Secre Stock Number on Control Recc

Card

Adjusts Control Record Card

Balance After Posting Ensuring,
Agreement with 41-Mgmt. anoIPlanning Inventoried Count

Quantity of ID YsInitiate a Intra-tr
Material Requires Partial Transfer of Classified

pletion of a Contain. Material 5511/5

Release the Distribution 1Invoice to Bulk Custodian

3014-Classified Storages Branch Bulk Custodian:
Receives Distribution Invoice and Intra-Store
Document from "Record Keeping Function", 3014-
Classified Storage Branch

Insures Correct Container, Opens it and
Count. by Maltching to Distribution Invoice

Counts Quantity for Distribution by Container
an Content of Open Containers, Also Counts

Quantity for Stock Operations
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IQ
Sels Open Container(s). Sigs

and Date& Intra-Store Transfer

~and attaches Documnt to Container[
~for bn Stock

I Notify 3014-Classified Distribution
Storage Branch Record NO Invoice aod Intra-Stor
Keeping Function Transfer Match

SISign and Date Invoice Document. Obtain 31-lsiidSoa

Signature of Packing Supervisor/Original LBranch: FilesOrginan

i Copy of Invoice and Forward to 3014- nvoce by Control

Classified Storage Branch I Number

terlal Processed Yes Deduct ID Amount From
Classified Secret Bulk Stock Tag

Deliver Intra-Transfer Quantities

to Bin Stocks

Packing Supervisor Assumes Custody of ID

Material, Checks Distribution Invoice 1149/PDR
and Nomeclature to Insure Correct Receipt. Count
all Material

II

etween Actual Count Yes Notify Custodianand 1149 of Building

Material Received at Packing Stations 1

N o A

. I Packer Counts Material to Insure Recon-
ciliation with Container Marking

Check shipping Labels against Re-
"2 gistry Forms to Insure Match

Packs Material into a Double Wrap
L Container and Places in Mail

Complete Packing and Mall Process for all Addresses
Listed on Registry Form; Initials Form and Dates

1 233
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2

Piec Thee 3)Copies of Registry
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I
3.2-18 INITIAL DISTRIBUTION OF CLASSIFIED MATERIAL (Cont'd.)

Subprocess A - Preparation of a Security Violation Report

SPacking Supervisor. Custodian and Representative
of S2-Bdget and Statistics Division Jointly Re-

count Material

As Necessary; Custodian Prepares Security |
Violation Report for 300-Material Depart-

ment

52-Budget and Statistics Division Completes
Spot Check and Makes Adjustment to Inventory

Subprocess B -Closing and Renrding In

Subprocess B is a Closing and Recording Procedure Conducted by 300-Material

Department Staff

300-Material Department Administrative Assistant
Receives ID Cost Sheet From Packing Supervisor
3034-Classified Packing Branch

Compute and Completes the ID Cost Sheet with
Unit and Total Cost for Each Distribution

SForward Completed ID 
Cost Sheet to 52-

Budget and Statistics Division Monthly

52-Budget and Statistics Division Prepares Billing Statement
7100/1 and Forwards with all ID Information to 5S-Accounting

S5-Accounting Division Prepares Bill SF 1080 and Forwards
with all appropriate ID Cost Data to Cognizant Sponsor

I
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3.2-19 ISSUE OF CLASSIFIED MATERIAL

3014-Classified Stores Branch Record Keeping Function:
Receive DD1348-1 Requisitions From 306-Freight Terminal
Division

oreign Governme

Sort Requisitions B PrioritY Code

erei ad eri

Io

and Reqisiion Reuiito Pr
Numbered Reques YsadPoe~

No1Puton, tache Remainiong ies trom Paia

et riority Atssignn t

oca e qu teri l n Copa e uli a n Car Reustion tubeos

or ~ ~ ~~ laside Stoog Branchlfe Pcin rac

30 lasfidPkNo raoh Ret atial rea

31CaiidStorage Branch: Obtain Reustonetsofiu Tays,

Locat Maria a ompiareo Puberscatind Nvoieroun
ToInvoe Initial n aInvoice n/tah oMtra

InocadForward to Typ-laiist Pak0 RrdKeing Bac

Fun4c a ion PacRkin g ach:op ive Material Fro

Bo fo r in MMiintSttu of Pbia onN m terdIi ce

Receive Mail Label and Register Form From Record Keeping
Function; Match With Material and Place in "Hold Area"
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3.2-19 ISSUE OF CIkSSIPIED M RIAL (Gbnt'd.)

I

Check Quantity, Nomeclature and Register Number
to Insure ConformityWith Requisition Invoice; StampRequisition With Appropriate Mailing Card, Forward

Material to Packing Stations

100 hvtr .pt.. Annotate Packing Information on Original Copy of10 I nv... ntory Dp.' ^ Requisition, Initial, Date and Foreword to Record
Records.' 'Z Requisition - Keeping Function: Foreward Copy Two (2) to 10(0"
Iforma n andP Inventory Department for Recording

SPlace Remaining Copies of the Requisitionswt

M aterial in the Container and Seal Saffe.

Place PacksWith Register Form in Mail Hamper,
Forward Completed Packs to 3034-Requisition Packinq

and Mail Handling Branch, Bldg. 26IJ
3034-Requisition Packing and Mail Handling Branch
Returns Receipt for Received Packages.

Packing Foreman Receives Register Receipt from
Post Office, Matches With Original Copy of Requisition
and Forwards to "Record Keeping Function" 3014-
Classified Storage Branch

"Record Keeping Function' Files Completed Copy Of

Requisition by Control Number in "Proof of Issue" file.

3

I

I
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3.2-20 ISSUE OF SECRlET MATERIAL FROM BIN STOCKS

i.

3014-Classified Storage Branch "Record Keeping Function": Remove Numer Three (3) Copy

of all Secret Requisitions and File in the Daily Control File by Control Number.

equisition Requires Yes Annotate Required Research
Reseach >On Copy Number Three (3) of

DD1348-1 and Forward to 105
o Customer Service Division

Post all Invoice to Applicable Control Record Card:

Indicate Date of Posting, Internal Control Number,
Document Number, Quantity and Adjusted Bin Balance
After Issue.

Requested Quantit Yes
xceeds Bin Sto

Annotate all Invoice with Retail and Bulk Adjusted Stock
Quantity, Date Posted and Initials of Postin V'ork.

Notify Section Supervisor
olance Matchs Metal

and Bulk Quanti Supervisor Informs 410
Management Engineering

Branch

Place Posted Invoices In Appropriatel 410-Manageent Engineering

Pickup Tray. Branch:Initate$ a Spot Check,
Historical Analysis and

3014-Classified Storage Branch Retail Area Research for Requisition

Obtain Invoices and Initiate Processing. Classified Secret Only

ie A notate Indicates Required Bin
y T Replenishmnts.

No

Locate and P -ck Requisitioned Material By Stock
and Publication Numbers. Forward to 3034"Classified I

Packing Branch.

3034-Classi fied Packing Branch: Receive Kate rta
Check Contents of Tote Box For Match of Stock and
Publc:to Number With Invoice; Count Issue,bl to Inttial

an Date Invoice.
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3.2-20 ISSUE OF SECRET MATERIAL FR( IN STOCKS (Cont'd.)

Continue Processing Material

3.2-2U ISSUz OF SECR.T MATERIAL FROM BIN STOCKS SUBPROCESS A

)Q
Typist: Review Copies One (1), Two (2), and
I"Proof of Issue" of DD1348-1 Requisition Form
From Storage Area.

Annotate Copies One (1), and Two (2) With Register

NubrLrncieRgse ubrt alMlil
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3.2-21 CERTIFICATION OF ISSUE OF CLASSIFIED MATERIAL TO NON-DOD ACTIVITIES

3014-Classified Storeage Branch, "Record Keeping Function" Detach

Number Six (6) Copy of 1348-1 For Requisitions From Non DOD

Sources. Annotate 1348-1 "Forwarded to 105". File In Pending File,
Forward Remaining Copies To 105-Customer Service.

105-Customer Service Division: 1051-STAk Branch; Receive 13481
Verify Approval to Issue.

No Annotate 1348-1 Rejected, Submit
Approved ZCI! Sign. Date and Return to Sender.

Yes

I Review Address and Shipping Label, Make Necessary Corrections.

Sign. Date 1348-1, Make Four (4) Photocopies of ILP Requisition, Forward
All Copies to 3014-Classified Storage Branch.

3014-Classified Storage Branch: Record Keeping Function; Receive 1348-1

and Match with Number Six (6) Copy Located In Pending File.

Requisition for IL Yes--- etac Nu er Five (5) Copy
and File, Retain For Two (2)
Years

01348-1 ApproIitiatCI ction

0 NPFCINST 4400. IA CH-24: ZCI Refers to a Cancellation Action.
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3.2-22 DIN REPIENISHW NT OF SECRET MATERIAL AND SERIALLY NUMBERED FORMS

Bin Replenishmnt is Jnittated When Requisitions Exceed Bin Capacity or Bin
Stock Has Been Reduced to Two (2) Copies of the Document

3O14-Classified Storage Branch Initial, s -Bin
Replenishment: Prepares Intra-Store Transfer of
Classified MaterialpDocument 5511/5 in Duplicate;
Record Control Number, Stock Number-Publication
Numb~er, Transfer Quantity Adusted Bulk and Retail

Stores Balance, Bulk Locations and Initials of
Supply Clerk.

Update the Control Record Card with Date of Transfer,
Document Control Number, Transfer Quantity and Balancef
of Stock at Retail and Bulk Locations.I
Annotate Transfer Document With a "Red T" To Initiate
Transfer.

Bulk Warehousemen 3014-Classified Stores Branch: Receives
Transfer Document.

I1

Removes Sealed Container(s) From Bulk Location to Fill
II

Transfer Quantity.

Counts the Bulk Balance to Insure Match With Adjusted
Balance After Posting On Transfer Document. Dates
[And Adjusts Balance On Stock Tag.

Annotate Bulk Balance, Date of Action and Warehouseman's
Initials to Transfer Document.

D0eliver Material With Attached Transfer Document to the
]Receiving Transfer Area.

Warehouseman Removes Attached Transfer Document and
10pens the Sealed Containers.

Open Material, Check Nomeclature and Contents, Determine
Accuracy and Carton Markings and Transfer Document
lInformation..

Place Material into Uniform Quantities, Forward to Bin

tIssue Area 3014 Classified Branch,

Retail Warehouseman: Recleve Bin Replenishment, Count

Total Retail Bin Stock After Transfer For Agreement
With Transfer Document.

Place Material In Appropriate Bins.

I
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3.2-22 BIN REPLENISHMENT OF SECRET MATERIAL AND SERIALLY NUMBERED FORMS

iL

Annotate Current Retail Quantity, Date of Action
and Initials to Transfer Document, Forvard TransferIDocument to Record Keeping 30144Classified Stores
[Branch.

Record Keeping: Match the Returned Copy of the"
Transfer Document With Pending Copy; Discard Pending
Copy. File Return Copy By Document Control Number,
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I 3.2-23 BIN REPLENISHMENT OF CONFIDENTIAL AND "Y" CODED ?4ATERIAL40

3014-Classified Stores Branch: Bin Warehouseman

Notes On Bin Replenishment Request, Copy #5 DD1384-1
Quantity Necessary to Replenish Bins.

Warehouse Leader Hand Carries, Twice Daily, All
FReplenishment Requests to Office Function of

3014-Classified Stores Branch, For a Bulk Location.

Office Function: Receive Replenishment RquestsQ
Note Bulk Location and Places Request in Pick Up

aeTray.

Bulk Warehousemen: Picks Up Replenishment Requests
From Office Function.

Locates Bulk Storage, Removes Requested Quantity

From Bulk Cartons and Places In a Tote Box; Tote
Box Forwarded to Bin Warehouseman via AMHS.

3014-Classified Stores Branch: Bin Warehouseman Notesl
on Bin Replenishment Request, Copy #5DD-1384-1 Quantity(
Loecessary to Replenish Bi ns

, fWarehouse Leader Hand Carries, Twice Daily, All
Replenishment Requests to Office Function of 3014-J
lClassified Stores Branch, for a Bulk Location

Office Function: Receive Replenishment Requests, Note I

[Bulk Location and Places Request in Pi k Up Tray

- [ Bulk Ware)usemen: Picks Up Repl~then t ies
Ifro OficeFunction

~Locates Bulk Storage, Removes Ruested Quantity|
°. From Bulk Cartons and Places in a Tote Box; Tote1

Box Forwarded to Bin Warehouseman via AMHS

NPFCINST 4400.lA 2/1/77
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3.2-24 L)STRUCTION OF CLASSIFIED MATtFIAL

'ublications Division 101 Inventory Department: Prepare A

Jlassified Material Destruction Record (CMDR) OPNAV 5511/12
Qn Quadruplicate When Notified of Material Status Change.

IForward Original and Two (2) Copies of CMDR to 3014-Class,' ieol

IStorage Branch. Retain One (1) Copy of CMDR for One Year or

{Until Inventory is Completed.-i

Ilnput a Change Notice Iransmittal to Computer,

[reating a 1348-1 Document Idnetifier,

I!

3014-Classified Storage Branch: Receive 1348-1 Documentation
Identifier with Requisition Information; Receive DMDR Original,
and Two (2) Copies.

ateria
Designated es -- Assign Control Number and

ecre IDetach a Copy for Control File

I
No Check on Hand Balance of Con-

I trol Record Card Against
Balance Indicated on 1348-1

Custodian Obtains Original and/or CMDR.
and Copy of 1348-1/CMDR
From Destruction Basket Compute Destruction Quantity

From Control Record Card, In-
dicating Date, Control NumberI

Separate 1348-1 CMDR for Documentation Number, Bulk

Retail Quantities from Location and Quantity.
Copies Indicating Both I
Retail & Bulk Quantities Adjust Balance to Reflect Prior

Destruction Quantity of BulkT and Retail. Annotate 1348-if
Assign Warehousemen to Pull CMDR Place in Destruction
Retail & Bulk Quantities, Pickup Tray.
Insure Material is Counted,
Packed and Placed in "De-
Struction Hold Area"

OJbtain Transportation, Assign

Two (2) Warehousemen to Witness

Loading

ecret Materia Yes - Check Stock Number & Quantity
Marked on Containers, Check
Quantities Aainst 1348-1/CMDR

Remove Original 1348-1/CMDR I
and Give to Custodian

ILoad Material and Accompany to Disposal Area.

Observe Destruction and Return to
Bldg. 8 After Witnessing Destructioni

ecret Materla Ye Original 1348-1/CMDR
rom Custodian, Sign, Date

No Aand Return to Custodian
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3.2-24 DESTRUCTION OF CLASSIFIED MATERIAL (Cont'd.)

No

iEnd of Process for Non]
tClassified or Serially I
Numbered Documents.

Stock Control Function: 3014 Classified Branch [i Receive Original 1348-1/CMDR From Custodian, File
Originals in Completed File and Discard Pending.1File Copy.

I

I
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4.0 DATA COLLECTION, SUMMARIZATION AND ANALYSIS*

This section describes in detail specific efforts made for data
collection in each of the major analyses areas identified earlier and

sunmmarizes the results therefrom. Specific topics covered in each
analysis area include the following:

e Introduction
* Objectives of Analysis
@ Data Collection Methodology

* Data Summnarization and Analysis

Major analysis areas covered in this section include.

1. Comprehensive Analysis of Orders

2. Analysis of Procurement History Records
3. Morphological Analysis of Documents

4. Requisition Receipts Analysis

5. Survey of NPFC Customers
6. Analysis of Physical Tracking of Requisition Processing

7. Estimation of Current Demand by Customer and Document Categories

Each of the above are discussed in detail in the following pages of this

section.

*The analysis is related to the Warehouse Controlled Documents only.

Refers to the physical characteristics of the documents, including
their contents.

4.-
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4.1 COMPREHENSIVE ANALYSIS OF ORDERS

4.1.1 Introduction

As previously mentioned, one of the major functions of NPFC is to process

incoming orders requesting warehouse controlled documents. On the

average, approximately 1279 orders are processed each day for ware-

house controlled documents. The basic means used for ordering documents

are listed below:

e DD-1348

a DD-1205

* DD-1425

e Letters

0 Telegram Messages

* Telephone Calls (DD-1306)

e Personal Pick-ups

The orders provide specific information on the following items:

* Customer Name and Address

* Identificaton of Specific Documents (line items) Ordered

* Quantity Requested Per Line Item

* Identification of Warehouse Stations Handling Each Requested

Line Item.

4.1.2 Objectives of Order Analysis

The incoming orders were used as a major source of information for the

following purposes:

* To identify and categorize NPFC customers.

* To estimate the average number of line items per order and

average quantity per line item and order.

*Warehouse Controlled Documents only
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* To identify basic statistical relationships between document

categories and customer categories.

e To estimate the percent of orders handled by various warehouse

stations within NPFC.

4.1.3 Data Collection Methodology

Customer orders (requisitions) comprising the sample were selected from

daily receipts at 3015-Programming Branch. Requisitions were selected at

random from station assignment batches and were reviewed at different

times of the day throughout the survey in order to assure a representa-

tive sample. Prior to data collection, branch operations were reviewed

through interviews with the NPFC staff. A detailed review of procedures

facilitated implementation of the data collection effort and minimized

disruption of routine workflow.

The overall methodology used for collecting the necessary data involved

the following major steps:

1. A sample of 1009 mail orders was selected randomly from the

incoming orders at the 3015-Programming Branch. These orders

were selected over a 15 day period to minimize the adverse

effects of potential sampling biases and distortions.

Since about30 percent of the orders are received by telephone

and it is likely that phone orders may have different character-

7 istics than the mail orders, it was decided to analyze phone

orders separately. A total of 142 phone orders were selected.

2. The specific information identified below was extracted from

each of the orders:

e Customer Category

4-3



*Source of Document or Document Sponsor (for each Document

Ordered)

e Order Format/Medium Used

* Urgency of Order

e Document Categories Ordered

* Number of Line Items Ordered by Document Category

e Total Order Quantity by Document Category

*Warehouse Location/Station of each Document Ordered.

3. The data extracted from the orders were summiarized separately

for mail orders (includes orders utilizing DD-1348, DD-1205,
OD-1425, letters and messages) and telephone orders (DD-1306).

The summnary results are presented in the following section.

As noted, the data collection method was designed to avoid disruption of

regular operations, and was successful in selecting orders in a random

manner.

4.1.4 Sunmmarization and Analysis of Order Data

Significant information extracted from the mail and phone orders is
summarized in the following tables:

Table 4.1-1 Distribution of Mail Orders by Customer Category

Table 4.1-2 Distribution of Mail Orders by Document Category

Table 4.1-3 Distribution of Mail Orders by Customer and Document

Categories I
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Table 4.1-4 Distribution of Phone Orders by Customer Category

Table 4.1-5 Distribution of Phone Orders by Document Category

Table 4.1-6 Distribution of Phone Orders by Customer and Document

Categories

The information summnarized in the Tables is largely self-explanatory;
however, some highlights are noted in the following paragraphs.

Table 4.1-1

Of all the orders placed by Corporations, 40% of the requested line items
were Military Specifications followed by 36% for Military Standards.
Approximately 49% of the line items requested by Navy were for Military

Standards followed by 18% for Military Specifications and 17% for Navy

Instructions. Average number of different document categories requested

per order amounted to 1.5. Approximately 4.7% of the mail orders sampled
requested one Line item, as opposed to 95.3% requestinq more than one Line items.

* Average number of line items and quantities per order for all document

categories combined amounted to 5.5 and 13.9, respectively. Average

* quantity per line item ordered amounted to 2.5.

Almost 80% of the orders received by NPFC came from Corporations/Privatef Organizations followed by 8.4% from the Navy and 4.6% from the Army.

* Table 4.1-2

As can be seen from the table, Military Specifications (38%) and Military

Standards (37%) were the most frequently ordered items accounting for
-~ bulk of the requested documents.

1 4-5
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It should also be noted that Corporations/Private Organizations accounted

for vast majority of orders for all document categories except for the
Naval Instructions (17.3%).

Table 4.1-3

This table provides a more detailed breakdown of orders, for each

customer category, by specifying average number of line items, order
quantity and quantity per line item ordered for each major document

category.

Table 4.1-4

It should be obvious from this table that, for phone orders, a vast
majority of these orders (83%) were placed by corporations followed farI behind by the Navy (4.9%). It should also be noted that average number
of line items and average quantity per order were 1.9 and 3.6 for phone
orders as compared to 5.5 and 13.9 for the mail orders, respectively.

Also, more than half the of the phone orders (52.8%) were for a single

line item as opposed to 4.7% for mail orders.

Table 4.1.5

About 58% of the incoming phone orders to NPFC requested Military

Standards followed by 19.4% requesting Military Specifications. The

average quantity per line item was 1.9 for phone orders as compared to

Table 4.1-6

Thstable provides a further breakdown of phone orders by customer cate-
gory and document category.

In addition to the surmmary data presented above, 76 daily tally records
maintained by 3015-Programming Branch were collected and used to estimate

4-8
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the average routine request workload (percent of L/I handled) at various warehouse
stations (see Table 4.1-7). Station No. 1 handled 56.4% of the L/u
followed by 28.8% for Station No. 11, 12.3% for Station No. 13 and 2.4%

for Station No. 14. The average number of daily line items amounted to

3978. In addition, requests for from 25 line items to a full scale class of
items were handled as "Special Projects."M
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4.2 ANALYSIS OF PROCUREMENT HISTORY RECORDS

4.2.1 Introduction

Procurement history records (called Procurement Record Cards) are

maintained by NPFC on each of the line items carried. These records are

kept manually in about 12 tub files (3' X 5'). Most of these records

contain some of the following specific types of information:

e Nomenclature (document identification)

9 Document Date
* e Number of Pages

e Federal Supply Classification

* Preparing Activity

** Custodian Identification

* Purchase Order Number

* Purchase Request Received at NPFC

e Initial Procurement Quantities and Distribution Data

* Replenishment Actions and Quantities

It should be emphasized that all the record cards do not contain all of the
above information. However, most cards did have document identification,

document date, initial procurement data and replenishment data.

4.2.2 Objectives of Procurement History Analysis

The data contained in the procurement records were used as a major source

of information for the following purposes:

e To estimate the average initial distribution and initial stock

level for various document categories.

o To analyze replenishment actions and frequencies by document

category and by year.

4-17



9 To analyze the number and frequency of document revisions and

amendments.

* To estimate document age in terms of overall percentage by

document category.

4.2.3 Data Collection Methodology

The overall methodology used for collecting the necessary data involved

the following major steps:

1. A total of 574 records were sampled from the files. The number

of sample records picked up for each document category were

based on the estimated relative proportion of the number of line

items of that document category to the total number of line

items of all document categories carried at the NPFC. For those

document categories where the number of items picked up using

the relative proportion criteria were few, it was decided to

increase the number to assure reasonable statistical represen-

sentation.

2. From each of the selected records, the following information was

extracted:

o Dcument Category

o Document Publication Date

* Number of Pages (if available)

o Initial Procurement Quantities

o Initial Stocking Levels

a Replenishment Action Dates and Quantities

4-18
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e Number of Revisions and Amendments

3. The data extracted from the individual records were summarized

appropriately to provide an overveiw of initial procurement and

distribution, and replenishment actions in terms of quantities

and precentages for individual document categories. Also,

pertinent data related to the number and frequency of revisions

and amendments was summarized. The results are presented in the

following section.

It should be noted that some of the selected records may be for "inactive"

line items (i.e., line items no longer carried by NPFC). This would happen

if the procurement history records for cancelled line items are not tranferred

to another file.

4.2.4 Summarization and Analysis of Procurement Data

Signigicant information extracted from the procurement records is

summarized in the following tables:

Table 4.2-1 Initial Distribution and Stock Receiving Activities

Table 4.2-2 Analysis of Replenishment Actions and Frequency

Table 4.2-3 Analysis of Document Revisions

Table 4.2-4 Analysis of Document Amendments

Table 4.2-5 Analysis of Document Age

Explanatory comments and highlights related to initial distribution and

replenishment activity are included in the following paragraphs.

Table 4.2-1
6.

Approximately 78.1% of the sampled line items required initial di -

tribution by the NPFC. More than half of the line items under each of

4-19
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the document categories, with the exception of Navy Instructions and

Federal Specifications, required initial distribution. An estimated

70.2% of the total quantity received at NPFC was distributed initiallyI and the remaining 29.8% was for stock only. Average number of copies per

line item procured initially amounted to 1902.

Table 4.2-2

As can be seen from this table, only 244 of the total 574 sampled records

contained page count information, and average number of pages per docu-

ment was 14.5. It is interesting to note that only 43.2% of the line iteirs

carried by the NPFC required any subsequent replenishment activity (after

they were distributed and stocked initially), and the average quantity

per replenishment action was 430.

It is also noteworthy that 63.3% of all replenishment actions took place

in 1976, 1977 and 1978 as compared to only 23.2% for the years 1973, 1974

and 1975. This degree of variation could be partly explained by the fact

that records on many of the line items no longer carried by the NPFC may

be purged or transferred to another file. Based on the recent years

data, it can be concluded that, on average, about 20% to 23% of the line
items are replenished every year. This means that the vast majority of

the line items are replenished approximately once every 4.5 to 5 years.

For those line items that were replenished (i.e. 43.2% of the line
items), the average number of replenishment actions per line item was 1.5.

Table 4.2-3

About 59.7% of the documents sampled were revised one or more times with

28.2% of those revised requiring one revision, 24.4% requiring two revi-

sions, 18.3% requiring three revisions and 28.4% requiring more than

three revisions. It should be noted that 74.7% of the Military Speci-

fications and 83.5% of the Military Standards required revision.
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Table 4.2-4

Only about 10.1% of the line items sampled were amended one or more times
with 51.7% of those requiring one amendment, 22.4% requiring two amend-
ments, 20.6% requiring three amendments and the rest requiring more than
three amendments. Only 2.5% of the Military Standards required amendments

as opposed to 16.5% of Military Specifications.

Table 4.2-5

Of all the documents sampled, about 50.4% were published in the years

1975 through 1978. The lower percent of publications (9.4%) for 1978 can

be largely explained by the fact theat the data was collected in November,

1978. Based on this explanation and the data for recent years, it can be

safely stated that about 13% to 14% of the total are new documents

introduced into the NPFC each year. In other words, an average age of

the vast majority of documents is about 7 to 8 years.
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4.3 DOCUMENT MORPHOLOGICAL ANALYSIS

4.3.1 Introduction

The document morphological analysis focused on identifying the

characteristics of the warehouse controlled document categories stocked

by NPFC. Analysis of documents required identifying selected elements that

describe document characteristics and selection of sample documents for

data extraction. Documents utilized for morphological analysis were

ordered as part of the Requisition Receipts Analysis effort. The number of

documents selected in each category approximately reflect the proportion

of line items stocked for that category to the total line items stocked

for all document categories.

4.3.2 Objectives of Morphological Analysis

The analysis of morphological elements was conducted to provide a

characterization of the stocked document base by document category.

The objectives of the analysis effort were:

9 Identification of morphological characteristics by document

category.

* Development of the necessary baseline information required to

examine alternative printing technologies.

* Identification of significant variations in the document

morphological characteristics between document categories.

4.3.3 Data Collection Methodology

Documents utilized for the morphological analysis were requisitioned from

existing NPFC stock. The number of line items requisitioned for each docuiment

j category was based on the relative proportion of that category to the total

Refers to the physical characteristics of the documents, including their

contents. 
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of warehouse controlled line items. A total of 281 documents were ex-
amined. The document categories and respective percentages from Table

4.3-1 are:

Category Percent Of Sample

Military Specifications 45.1%

Military Standard 16.3%

Data Item Descriptions 7.4%

Naval Instructions 7.1%

Qualified Products Lists 7.8%

Federal Specifications 11.0%

Federal Standards 5.3%

This distribution of document cateqories reflects the material examinpd,
and is not necessarily in proportion to the actual niemhor o~f line items stocked.
Requisitions were Placed without consideration of line Item content,
and, as a consequence, a percentage of the material received was not
suitable for the proposed analysis (e.g., Federal Standards: Color Chips).

Specific types of information extracted from each document inlcuded:

* Document type and preparing activity

e Cover material

e Document dimensions and binding method

e Inserts and foldouts

@ Technical line drawings

o Nkuber of tables by type (Text vs. Niumeric)

* Number of photographs and illustrations
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e Type of print

* Column layout

v Printed area size

* Number of lines and characters per inch

* Page count

e Percent composition of document in terms of text, tables,

illustrations and line drawings.

All samp~led documents were examined for the above listed items and

appropriate information was extracted.

The extracted information was summnarized and is presented in the
Document Morphological Analysis Tables 4.3-1 to 4.3-4. The data

* was summarized to provide composite characterizations by
document category. In addition, analysis of print characteristics and
density was compiled by document category, as reflected in Tables 4.3-4

and 4.3-5.

The extraction of data required documents to be individually reviewed and
categorized. Those document categories not examined were exlcluded from

* the analysis due to restrictions on distribution. The excluded catego-
ries were Association/Society Documents, Classified Documents and some

Naval Instructions.
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4.3.4 Summary of Morphological Analysis i'

Significant information extracted from the document morphology analysis
isummlarized in the following tables:

Table 4.3-1 Document Morphological Analysis - Physical Structure

Table 4.3-2 Document Morphological Analysis - Document Content
Table 4.3-3 Document Morphological Analysis - Composition

Content

Table 4.3-4 Document Morphological Analysis - Content Distribution

and Character

Estimation.

A summnary of the major finding is provided in the following paragraphs.

Table 4.3-1 Physical Structure

Of the documents examined, 91.8 percent did not have covers separate from
the document binding or Text content. The most commnon binding method

used was staple and drill, 54.8 percent, and drill only with 19.9
percent. About 12 percent of the documents examined did not have any

format binding.

Documents with outside edge dimensions less than 8.5 x 11.0 inches

constituted 74.0 percent of the sample. The majority of all the
documents examined had outside dimension ranging from 7.5"1 to 8.0" x

10.5" to 11.0"1. The outside dimension of 24.5 percent of the documents
examined exceeded 8.5 x 11.0 inches.

Military Specifications and Naval Instructions were the categories of
documents with foldout material. Of the total sample, 2.4 percent of the
documents had foldout material. The average page count for the total
sample was 14.7 pages per document, ranging from a 2.3 page average for
Data Item Descriptions to a 29.3 page average for Military Standards
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Table 4.3-2 Document Content

The content of documents was categorized as:

* Tables (Numeric and Text)

e Print Type

e Column Layout

* Technical Drawings

*Illustrations

*Photographs

As is illustrated in Table 4.3-2, all document categories sampled had

tables, with primarily text content tables constituting 51.1 percent of

all tables. Overall, 35.2 percent of the documents examined did not have

any tables, and 33.8 percent had 3 or fewer.

Two modes of print type were noted, conventional print type constituting

96.7 percent of the documents reviewed, and computer generated print

comprising 2.3 percent. Reduced print type comprised 56.9 percent of all

conventional print mode, and .03 percent of computer generated print.

The layout of print columns was primarily vertical, 96.4 percent, with

horizontal or a mixture of horizontal and vertical occuring in 3.6

percent of the sample.

Technical line drawings were found in all document categories except Data

Item Descriptions, Naval Instructions and Federal Standards. Of all the

documents examined, 78.2 percent were without any drawings and an

additional 16.0 percent had less than 3 drawings. Illustrations appeared
in all document categories except Qualified Products Lists, with 36.7 of

the examined documents containing some form of illustration. Military

Specifications and Standards were the only two document categories with

reproduced photographs. Reproduced photoqraDhs were found in 72.7 nerepnt
of Military Standards and .07 percent of Military Specifications.
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Table 4.3-3 Composition Characterization

The composition of documents was analyzed by examining the utilization of
printed area, and text density. Overall, 64.4 percent of the documents
utilized a printed area of 8x6 inches. Lines of text per measured inch
was determined, with 35.5 percent of all documents having 6 lines per
inch and 26.3 percent of the documents with 7 lines per inch. A
count of printed characters per measured horizontal inch indicated that
61.9 percent of all documents had 12 or more characters per inch.

Table 4.3-4 Content Distribution and Character Estimation

Table 4.3-4 provides a summary analysis of document composition by
category. Documents examined were assessed for the relative

distribution of text, tables, technical line drawings and illustrations.
A composite summnary by document category was derived to illustrate the
composition of an average document within the category.

The distribution by document category of text content ranged from 35.2
percent for Qualified Products Lists to 95.3 percent for Data Item
Descriptions. The distribution of tables indicated a ranae of 4.7
percent for Data Item Descriptions to 64.8 oercent fnr flujalified

Products Lists.

Military Specifications and Military Standards were the document
categories that included technical line drawings. Naval Instructions and
Qualified Products Lists did not include illustrations. The range of
illustrations uuon gst other document categories was .40 percent for
Federal Specifications to 15.0 percent for Military Standards.

Printed area utilization exceeded 75.0 percent for all document

categories, with a range of 75.0 percent for Qualified Products Lists to
95.0 percent for Federal Specifications. In addition to assessing the

j utilization of printed area, an average number of characters per document
category was developed. The average numb~er of characters by document
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category ranged from 4,666 for Qualified Products Lists to 36,265 for

Federal Specifications. The utilization of printed area and average

nulaber of characters indicated a significant correlation by documient

category.
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4.4 RECEIPT OF REQUISITIONS

4.4.1 Introduction

* One hundred and eight orders (108), requesting a total of 488 line iteris,
were placed for documents identified as stocked by the NPFC. The volume
and selection of document categories was based on those enumerated in the
Procurement Record Files and 000155. Requisitions were mailed to the

NPFC over a period of six weeks in groups of five orders, each order

containing about five line items.

4.4.2 Objectives Of Document Requisition Analysis

The objective of analyzing the requisition process was to assess:

9Overall duration of requisition process, from mailing of orders

to receipt of requested items

* NPFC processing time

9 Completeness of requisitions filled

e Identification of exceptions to requisition processing.

In addition, the requisitions were placed to assess the accuracy of

procurement records and to provide the documents required for
morphological analysis.

4.4.3 Data Collection Methodology

As noted, requisitions were placed for line items stocked at NPFC. Line

item stock numbers were obtained from the sampled procurement records and
j. DODISS. The number of 11ine items requested under each document category

reflect approximately the relative proportion of line items under that

4-39



category to all line items stocked. All requisitions were submitted by
using DD-1425 Document Requisition Forms. Specific information extracted

on each requisition placed to NPFC included the following: [
* Order Characteristics

-Date order placed

-Date orde- received at NPFC
-Date processing completed by NPFC

-Date requested material received at the requisitioning sourceI Document Characteristics

-Document category

-Number of amendments
Processing Characteristics

-Number of line items ordered

-Number of line items received

-Restrictions (Code B, E or Other)

-Additions and changes

-Bin S.tation code

Computation of NPFC processing time and overall duration of requistion

processing time were computed using dates stamped on each order (by

411-Mail and File Administration and Packing Station), the order mailing

date and the actual date the order was received. NPFC processing time is

measured in terms of actual working days while overall duration is

measured in calendar days. Document category and number of amendments

identified requisitioned material, amendments requisitioned as part of a

document were compared for reconciliation to amendments received. The

reconciliation of number of line items ordered and received provided an

indication of NPFC's effectiveness.

4.4.4 Analysis of Requisition Receipts

Summary results are presented in Requisition Receipt Analysis Tables

4.4-1 and 4.4-2. The maximum response period for any given order was 28

calendar days, with 27.2 percent of orders received within 14 days, 26.8
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1 percent within 15 to 21 days and 15.7 percent within 22 to 28 days. NPFC

I processing time, measured in working days, encompassed a maxium of 5

days, with 35.2 percent of the requisitions processed within 1 day, 47.0
percent within 2 days, 7.8 prcent within 3 days and the remaining 9.8
percent within 5 days. Of the total requistions placed, 13.8 percent

J were not provided due to procedural regulations or sponsor restrictions,

I and 17.2 percent were not received.

Examination of Table 4.4-2 indicates the provision of line items requi-

- sitioned. Of the total 488 line items requisitioned, 0.4 percent were
out of stock (Code B) and 2.6 percent were not stocked (Code E) by NPFC.

Line items requ:3itioned and restricted constituted 15.3 percent, while
j line items requisitioned and not received comprised 17.2 percent of total

line items requested.

Of the requisitions placed, one (1) was received with material not

requested and one with incorrect material substituted for requested
documents. The majority of requisition were received as single postal
packages, with 8.0 percent received as multiple packages.

* Four requisitions improperly coded or identified were forwarded to NPFC.
Of the five incorrectly coded line items, only one was not provided, the
remaining four were correctly deciphered and provided within ten working

days.
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Table 4. 4-1 REQUISITION RECEIPT ANALYSIS

Total Percent of Orders Received Within Specified Days Percent of Orders Process6d Within Specified Days
Order - -

Percent
Over Of Orders Percent Over

1-14 15-21 22-28 28 Not. efc. Restricted Total 1 2 3 4 _ 6

30 27.2 18 35.2

29 26.8 24 47.0

17 15.7 4 7.8

17 15.7 5 9.8

15 13.8

108 51

Table 4.4-2 iEQUISITION RECEIPT ANALYSIS

Orders Out of Stock, Code 3 NOt Stocked, Code Other Restrictions No Action by NPFC

Total
NO.
Of No. No. No. No. No. No. No. No.

Total L/ Of Z Of Of %Of Of Z Of Of I Of Of I Of Of Z Of Of Z'tof Of I Of
Orders Ordered Orders Orders LIZ L/I Orders Orders L/I LIZ Orders Orders LI! L/I )rdens Order LIZ LIZ

10 466 2 1.6 2 4 13 12.0 14 2.6 15 13.8 75 15.3 17 15.7 64 17.2
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4.5 SURVEY OF NPFC CUSTOMERS

4.5.1 Introduction

In order to identify and charaterize the NPFC customer base a survey was

conducted of selected organizations. These organizations were identified

through a random examination of orders received at 3015-Programning

Branch.

Organizations selected for the survey were chosen to provide a balanced

sample of large and small corporate customers since they account for

about 80 percent of orders. In addition to the mail survey, seven

representatives of the organizations were contacted by telephone or in

person.

4.5-2 Objectives of Customer Survey

The method of the survey was to facilitate the following objectives:

* Identification of document categories requisitioned

* Estimation of document quantities demanded

* Assessment of customer perception of NPFC service and document

quality.

4.5.3 Data Collection Methodology

Surveyed organizations were selected from orders received at 3015-

Programming Branch. Sixty seven organizations were contacted, sixty by

mail survey, and seven by interview or telephone.

The questionnaire requested information in four categories:

I * General information about the organization

I * Documents and quantities ordered fromNPFC
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e Order particulars and NPFC responsiveness

* Miscellaneous (order frequency and document format requirements).

Respondents were requested to provide information about the organization,
j staffing, sales, nature of business and organizational affiliations.

Information regarding document categories utilized, volume and frequencyI of requisition, reason for requisitions and NPFC service responsiveness
were requested. In addition to specific response questions, respondents
were provided an opportunity to commnent on their experience with the
service and make suggestions for procedural changes.

4.5.4 Analysis of Survey Responses

At the time of the reports preparation about 30 percent of the mailed
surveys had been returned. Combined with the seven interviews conducted,
the total response to inquiries constituted a limited sample of 25. As a
result of the limited response, the analysis is restricted to an overall
assessment of customer service perceptions.

Organizations responding to the survey included manufacturing entitles,
service firms, research and development firms, other DOD contractors and
educational organizations.

The majority of organizations were independent entities (52 percent), and
the remaining were affiliated with large corporations. Staffing ranged
from less than 100 to more than 2,000. Sales volume ranged from less
than one million to more than twenty-five million dollars annually.

Military Specifications and Standards constituted the majority of docu-
ment categories ordered. Federal Specifications and Standards, Data Item
Descriptions and Qualified Products Lists cateqorles were also ordered-
frequently by the users. All customers indicated that the majority of
orders were placed by mail. Approximately half of the respondents indi-
cated that they had telephoned requisitions occasionally.
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I The majority of respondents indicated that orders were completed and

returned within 3 weeks, the remaining balance were received within 4 to

5 weeks with a small proportion received after 6 weeks. Of the orders

processed, respondents indicated that the orders were completely filled

approximately 75 percent of the time. Orders partially filled were due

primarily to Out of Stock (Code B) or Non-Stocked (Code E) material.
Incorrectly filled orders (orders received with the wrong material)
occurred infrequently, but was mentioned by two of the interviewed
respondents.

The quality of documents received was judged satisfactory by 49.0 percent

of the respondents and highly satisfactory by the remaining 51.0 per-

cent. Service assessment indicated that approximately 50 percent were

satisfied most of the time, and 30.0 percent considered the service as
fair.

The primary reason for ordering documents was indicated to be for

specific contract or project use, with orders for multiple contract use

and for library stocking constituting a substantial proportion of all

orders placed. All respondents indicated that the preferred format of

documents was printed, and the majority also indicated that they had

access to microfiche readers.

Due to the limited amount of responses received, the analysis was

necessarily restricted to an evaluation of surveys based on a general

review of responses. The interviews conducted indicated an overall

positive response to the service provided, qualified by inquiries

at obtaining more information from NPFC on services and questions about

the back order and stock status procedures.
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4.6 ANALYSIS OF PHYSICAL TRACKING OF REQUISITION PROCESSING

4.6.1 Introduction

Requisition tracking was initiated to identify the activities and timses

associated with processing orders received at NPFC. Requisitions received

by mail and telephone were identified and included in the analysis.

4.6.2 Analysis Objectives

The tracking of orders was conducted to supplement and support operations

descriptions, and to characterize the activities necessary to process a

requisition. Analysis objectives included:

o Measurement of processing times by branch.

o Identification of branches and stations involved in typical

order processing.

o Characterization of activities required to process the orders by

branch or station.

4.6.3 Data Collection Methodology

A Requisition Tracking Form designed by Sterling was attached to requisitions

selected for tracking at 411-Mall and File Administration Branch for mail

orders, and at 1052-RISE-Customer Service for telephone orders.

A total of 200 orders (160 mail orders and 40 telephone orders) were selected.

Mail orders were to be selected and tracked in groups of 50 for each of the

4 days. Telephone orders were selected at a rate of 10 a day for 4 days.

Selection of specific requisitions was staggered over the working hours of

the day to minimize any processing distortions.

As the selected requisitions passed through various branches and stations,

employees were instructed to annotate the attached tracking form. The

information posted to the form included:

4-46
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o Branch-section or station code
o Time/date received and completed
o A concise activity description

o Branch-section or station forwarded to.

Forms received at packing stations were also annotated for time and date
of completion.

4.6.4 Summary Analysis of Tracking of Requisitions

The tracking of 200 requisitions resulted in 142 completed processing

forms (25 telephone and 117 mail orders) for analysis. Requisitions utili-
zing the DD-1425 order form comprised 92.9 percent of the sample, with the

remaining balance utilizing the DD-1348. As a consequence, the majority of
tracked orders were placed for warehouse controlled material.

Four branches and the four bin stations were identified:

o 411-Mail and File Administration

o 1051-Customer Service Division-STAR Section

o 1052-Customer Service Division-RISE Section

o 3015-Programing Branch
o Bin Stations 1, 11, 13, and 14.

All requisitions passed through 411-Mail and File Administration, and
-. Customer Service 1051 STAR Section or 1052 RISE Section. Of the orders

tracked, 4.9 percent were rejected by 105-Customer Service staff due to

lack of sufficient information on request, and the balance of 95.1 percent

passed on to 3015-Programing Branch and Bin Stations for processing.

Table 4.6-1

Telephone orders were processed within an average of about 5 hours 37 minutes,

with 72.0 percent processed on the same day. The longest time elapse

occurred between bin station activity and packing, averaging about 3 hours
and 27 minutes.
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Mail orders were processed within an average of about 18 hours and 2 minutes,

with 10.2 percent completed on the same day. The primary processing delay,

as with telephone orders, occurred between bin stations and packing, averaging

about 6 hours and 34 minutes.

Processing time by branches averaged about 1 hour and 48 minutes, with

3015-Programming Branch averaging 14.33 minutes and 1052-RISE Section

averaging about 5 hours for mail orders and 45 minutes for processing
telephone orders. Bin station processing time averaged about 21.19 minutes,

with station 11 processing the largest proportion of orders and averaging

26.57 minutes per order.
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4.7 ESTIMATION Of CURRO!T DBIANtD BY CUSTOMER ANDO DOCUMENT CATEGORIES
(ROUTINE ORDERS)1

This section attempts to estimate the current demand from routine orders
(approximately 55% of total requisition demand for warehouse controlled
material) in terms of the following specific items:

a. By Customer Category
e Number of orders per year
e Number of line item requests per year

e Number of copies of documents demanded per year

b. By Document Catergory
a Number of line item requests per year

e Number of copies of documents demanded per year
e Number of pages demanded per year

The basic data used for developing these estimates comes from the
following sources.

1. Order analysis summlaries (Section 4.1)
2. Document morphology analysis sunmmaries (Section 4.3)

The estimated demand results by customer category are sunmmarized in Table
4.7-1 and those by document category are sunmmarized in Table 4.7-2.

Significant routine order demand highlights* are summarized below:

@ Number of orders processed per year - 321,048

e Number of line item requests per year - 1,445,316
e Number of document copies per year - 3,541,.150L
9 Number of pages per year - 58,761,316

It should be noted that the maximum number of line item requests were for

Military Specifications ( 586.799 ) followed by Military Standards
(508,751 )

*Based on 1978 order data since the study was conducted during that year.
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5.0 OBJECTIVES AND MEASURES OF PERFORMANCE

l5.1 Introduction

As mentioned earlier, NPFC is a complex organization as reflected by thef range of its activities as well as size. Effective management and

monitoring of such an organization and its performance is a relatively
) difficult task. One of the tools available to management to identify

- potential areas for improvement and analyze feasible alternatives is the
use of properly designed performance measures that can gauge operational

effectiveness on a continuous basis.

A number of performance measures are currently used by NPFC. TheI significant among these performance measures include:

* Percent of orders filled (includes partially filled orders)

* Workload backlog measures (e.g. number of man-days work

available, number of man-days work completed, etc.)

* Number of line items backlogged

* Use of standard activity times

* Ratio of standard man-days to actual man-days used.

These measures are appropriate and adequate in assessing the performance
7 of some branches and operational activities. The purpose of this section is

to identify and suggest additional measures for the consideration of NPFC

management, that can supplement and complement the existing ones.
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5.2 Objectives of Performance Measurement

The fundamental objectives behind NPFC performance measurement can be L
summiarized as follows:

1. T inorm anaemen ofopertioal prfomanc indiffren
activity areas on a continuing basis.L

2. To identify specific areas, functions and activities requiring

review and corrective action by management to improve opera- j
tional effectiveness and efficiency.

3. To pinpoint specific methods and procedures requiring
improvement or alternative approaches.r

4. To identify and detect trends that indicate deficiencies in the '
proper utilization of organizational resources.

5. To provide a basis for reviewing the applicability of

technological advances in processing orders, stocking and

retrieving documents and controlling overall operations.

6. To accurately reflect operating conditions and satisfy NPFC's

external reporting requirements.

7. To provide basis for long-range planning of NPFC operations and

assist in prioritizing existing needs and utilization of
resources.

5.3 Suggested Measures of Performance

A number of different performance measures in various functional or

activity areas are suggested in this section that can be profitably used
by NPFC management. These measures are intended to discern trends and
identify causes so that management can take corrective action in a timely

5-2



I manner. A few of the suggested measures are currently utilized by NPFC

I in somewhat different form (e.g. Percent of Orders Filled or Annualj j Disposal Volume in measurement tons and cubic feet).

Table 5.3-1 lists significant performance measures for the following

major areas:

* Operational Effectiveness

e Staff Productivity

e Inventory Management (inicuding warehouse activities).

For the measures listed, definitions are provided along with their
relevancy and usefulness to NPFC. In many instances, variations of the
listed measures could be developed and utilized profitably.

;6 5-3
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6.0 RECOMM4ENDED BASELINE MODIFICATIONS

I 6.1 Introduction

Observation and analysis of NPFC operations and methods indicates the
need for review of some existing procedures. The recommnendations

j enumerated in the following sections have been organized by functional

areas and focus on:

e Requisition Processing
e Reporting Activity
* Administration

j 6.2 Objectives of Recommendation for Baseline Modifications

The recosmmended baseline modifications enumerated are to facilitate theI * mission and enhance the effectiveness of NPFC. The objectives included:

e Improve NPFC responsiveness to customers

@ Facilitate activities in processing customer requisitions

9 Develop administrative procedures to improve the management of
activities.

1. 6.3 Criteria for Baseline

Analysis of operations required a comprehensive examination of existing
procedures, a review of current activity and an assessment of service

L provision effectiveness.

Specific modifications were identified as a result of the analysis effort

and were reviewed with respect to the specific deficiencies and potential

6-1



benefits. Evaluation of recommnendations was governed by:

e Expediency of modification implementation

9 Impact of modifications on existing operations

e Potential benefits derivable from implementation

The recommnended modifications reflect the outlined criteria and can be
implemented with relatively minor impact on current procedures.

6.4 Summrary of Suggested Baseline Modifications

The suggested modifications outlined in Exhibit 6.1 focus on NPFC opera-

tions related to warehouse controlled material. The scope of the recom-

mendations encompass the administration, processing and evaluation of

activities related to the distribution and control of line items managed.

Recommnendations focus primarily on the control and management of line

items, quantities of material and replenishment activity. The recommnenda-
tions emphasize the necessity to establish a comprehensive inventory and

stock management procedure that will facilitate control of material distri-

bution and storage. The significant activity areas identified are

replenishment, assessment of requisition demand and analysis of inventory.

The requisition procedural modifications requires the establishment of

a comprehensive information collection and reporting system. The primary

elements of such a system are identified in the listed recoummmndations.

Recommnendations focusing on the present Data Collection/reporting system

are provided. It is important to recognize that the reporting methods

currently utilized have evolved over the years.

6-2
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7.0 STUDY CONCLUSIONS AND RECOMM4ENDATIONS

Most of the significant reconmmendations, based on our observations and

brief review of NPFC operations, are summnarized in Section 6 - Recosmmen-

dations for Baseline Modifications. This section lists significant

conclusions and is intended to supplement the recommiendations included in

the receingsection.

A fe noewothyconclusions include the following:

1. The potential for improving NPFC operations related to pro-

cessing of warehouse controlled material seems to be substan-
tial. This could be achieved by streamlining existing opera-

tional methods and procedures, and through mechanization of

many order processing activities and inventory management!

control functions.

2. The potential for application of demand printing technologies
on a selective basis is considerable. Some of the document
categories (e.g., QPL's and specifications) could lend themselves
to digital storage through the use of scanner technology. Once

the capabilities of the available technologies are assessed in

view of NPFC's requirements, specific cost-benefit analyses may
have to be performed to identify particular document categories,

and possibly some demand characteristics based subgroups within

each category, that will lend themselves to demand printing.

4, 3. The UADPS-SP accounting and reporting system did not always

provide the in-depth and detailed data required to achieve the

desired results of the study.

Specific areas in which additional management and study efforts are recommended
include the-following:

1. Current bin assignment criteria and warehouse space utilization

needs to be reviewed and analyzed to maximize their inherent

economic value and facilitate order processing activities.

7-1



2. There is a need to develop time standards for activities and
operations currently lacking in that respect. These standards

should be periodically reviewed and updated to reflect
operational changes. Enforcement of realistic standards can

help management in improving productivity.

3. Management and cost-benefit analysis of certain areas need to

be performed prior to their mechanization or automation to

ensure that all relevant factors are considered, and that

implementation decisions are economically and functionally

sound.

It should be emphasized that the focus of this study effort was to deve-

andpdocuent baesrther tha opertons an thrugcoerinPCs andomge-

ln opcbaene daesrpton ofnprfr toog operations and cactrzNPscume

ment aui fNPFC. Therefore, the scope and content of the conclusions

and recommiendations included in this report should be viewed and judged

in that context.
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ACRONYM LIST

1. AAA- Authorization Accounting Activity

2. ASO- Aviation Supply Office

3. CODE B- Document Temporarily Out of Stock

4. CODE E- Document Not Stocked at NPFC

5. COG I- Cognizance Symbol for "01" Publications and "II" Forms

6. DID- Data Item Description

7. DOD- Department of Defense

8. DODISS- Department of Defense Index of Specifications and Standards

9. DPS- Defense Printing Service

10. ICP- Inventory Control Point

11. IDA- Integrated Disbursing and Accounting

12. ILP- International Logistics Program

13. L/I- Line Item

14. NPFC- Naval Publications and Forms Center

15. NPPSO- Navy Publications and Printing Service Office

16. NSA- National Security Agency

17. Q.P.L.- Qualified Product Lists
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